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The Central Kootenay Farm & Food Directory is a project of the Central Kootenay Food 
Policy Council. The creation of the Directory responds to numerous reports written in 
the region over the years, recommending the creation of a platform that connects eaters 
and buyers more easily to the food grown, raised and processed here. We believe that 
by making that connection easier, it will contribute to the vibrancy and expansion of the 
food economy of the Central Kootenay.

There is no cost for a farm or food processing business located within the Central 
Kootenay Regional District to be listed in the Directory. Those who so choose and wish 
for a higher profile within the Directory can take out an advertisement, for a fee, by 
contacting the Pennywise, our publishing partner in this endeavour (1-800-663-4619). 

To be listed in the Directory it is necessary to set up an account on the Directory 
website. This protects the website from hacking and also allows you to update your 
information as and when necessary. Please read on for directions on setting up your 
account. 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STEP 1: SETTING UP AN ACCOUNT

To enter your business in the Central Kootenay Farm & Food Directory, you will need to first set 
up an account. By setting up an account, you 
can manage the listing of your farm products 
as they change. Normally you will do an 
annual update. To have your business 
listed in the print version of the Directory, 
you must update your information by 
March 31st each year. The online version of 
your business information can be updated at 
any time.

On your computer browser, go to 
www.centralkootenayfood.ca
The web page that will appear will look like 
the one below. If this is your first time on the 
Directory site, you will need to first Register.  
If you are returning to edit or update your 
information, you will click on “Log in” rather 
than “Register”.

      Log in     Register

After you click on Register, the page 
below on the left will appear. 
Choose a Username that you will 
be able to remember and that makes sense in 
association with your business. You can use 
your business name, as that may be the 
easiest way to remember your account 
information.

Enter an email address that you use 
regularly and then click the Register button at 
the bottom. After you have clicked on the 
Register button, and your information has 

been entered into the website database, the page below will appear, confirming your 
registration. This may take a minute or so. 

As indicated in the text below the “Email” block, you will be sent an email that will confirm your 
registration. Go check your email.
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The Email you receive will have in the subject line the following text:
[Central Kootenay Farm & Food Directory] Your username and password info

In the body of the email will be the Username that you chose, and a link that will take you to a 
page where you will be able to enter a password of your choosing. 

STEP 2: CHOOSING A PASSWORD

When you click on the link in the email, you will be taken to a page that looks like this image 
below.
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A suggested password will be in the 
password block - you can choose to keep it 
or replace it with one of your own.  Your 
password should be a minimum of 12 
characters long and contain a combination of 
letters, numbers and symbols.

If you choose to keep the suggested password, simply click on the Reset Password button. If 
you want to use your own password, click in the New Password box, and type in your chosen 
password. Then click the Reset Password Button at the bottom. 

Please make sure to write down, someplace safe, your username and password for 
future reference.

After you click on Reset Password, you will be taken to a page that looks like the image below.

Guide to creating an Account �5



 Click on the blue “Log in” link.

STEP 3: LOGGING IN

After clicking on the blue Log In link, you will see a page like the one on the right. Enter the 
Username you chose and your new password.  Click Log In.
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After you click Log In, you will be taken to the main page for entering a new Business or for 
updating your existing business account. The top of that page will look like the image below. In 
the top left hand corner, you will see the message “Howdy”, followed by your Username.
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STEP 5: ADDING YOUR BUSINESS

To enter your business (farm or food processor), click on the “Add New” to the right of the text 
“Businesses”.

After you click on “Add New” the full form will appear, the top of which will look like the 
image 
below.
In the text 
box under 
“Add New 
Business”, 
enter the 
name of 
your 
business, 
exactly as 
you wish 
it to 
appear in 
the 
Directory 
(both in 
print and 
the online 
version). 

In the 
box 
below 
your 

Business name, enter a brief description or story about your business. It is up to you what 
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you would like to enter into the story box, but it should inform readers about your business 
and, ideally, make them more interested in purchasing your products. Examples would be 
the story of the origins of your business, what management practices you use (free range, 
organic, etc), if it is a family business etc. 

On the right of the page, you must pick a Business Category from the list. Depending on 

your operation, you may choose more than one. 
STEP 6: PRODUCT LIST

Customers who will be using this Directory will want to know what kinds of products you 
have available, when they are available, and where they can be obtained. You can choose 
from the list choose from the list of most  use products (click on the link below the Products 
box) or add your own items if they are not in the list. 

If you wish your name(s) to appear in the Directory, please type them into the Owner 
Names box. This box is intended for those who run the operation, whether it is a farm or 

processing business.  This is encouraged since it will enable any interested buyers to know 
from whom they wish to buy products. 
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Your physical address can go in the Address Box. This is not a required piece of 
information but if you expect that anyone will need to come to your place of business to 
purchase food, it is a good idea to put your physical address in the box. If, however, you do 
NOT want people coming to your place of business, leave this blank. 

Text boxes that have a red asterix next to them, are required to be completed.
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STEP 7: LOCATION

The Directory includes a map to show people where food is being produced in the Central 
Kootenay. Even if you chose to not put your physical address in the box above, please do 
include your community’s name. 

To enter your location on the map, if you wish people to come directly to your place of 
business if they so choose, enter your full physical address. If you do not want them to come 
to your place of business, enter your community’s name followed by a comma and BC, in 
the text box immediately above the map. 
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STEP 8: PRODUCT AVAILABILITY

Customers and Buyers will want to know where 
and when your products are available. Enter any 
locations where they are available in the text box 
and then click on the times of the year when your products are available. It need not apply to 
every one of your products but how much of the year you are able to sell products. 

STEP 9: IMAGE
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If you wish, you can upload an image that in some way captures your operation. It can be a 
photo of your farm or of a line-up of your products. Or of the business owners. It is you 
choice, as long as it relates to your business. You click on the “Add image” button and then 
go to the location on your computer where the image is saved. It is good to know that 
location before you click on the “Add Image” button.

STEP 10: CONTACT AND SOCIAL MEDIA INFORMATION

If you have a business website or Facebook page, you can have them listed in the directory. 
You can also include your email and phone, if you wish people to be able to contact you 
using those media.

STEP 11: PERMISSION TO PUBLISH YOUR INFORMATION

We cannot and will not publish any of your information if you do not click on the yes box 
below the statement agreeing to have your information in the Directory.

STEP 12: ADDITIONAL INFORMATION
Below the permission to publish is an additional set of questions. The answer to these 
questions will never be published publicly. They are encouraged but not obligatory.

STEP 13: SUBMIT FOR PUBLISHING

All new Businesses will be reviewed and approved by the Directory administrator. To have 
your business included in the Directory, you must scroll to the top of the web page and 
click on the Submit for Review button at the top right hand side.
TROUBLESHOOTING

If you lose track of your password, you can enter your email address and be sent a link to 
create a new one. 
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After clicking on the Lost your password link, you will be taken to a page that looks like 
the image below. Simply enter your email address (the one that you used to create your 
account) and you will be sent a link to create a new password.

NEED MORE HELP?  Email: info@ckfoodpolicy.ca    Phone: 250.352.5342

This Guide is part of a Regional Food Directory and Assessment Project being run by the 
Central Kootenay Food Policy Council.  We are grateful for the support of our partners, 
members and our funders of this Project:

This project was funded in part by Agriculture and Agri-Food Canada 
and the Government of British Columbia through the 

Agri-Food Futures Fund. This program is delivered by the 
Investment Agriculture Foundation of B.C.
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Funding was also provided by Plan H. The PlanH program supports 
local government engagement and partnerships across sectors for 

creating healthier communities. PlanH is implemented by 
BC Healthy Communities Society.
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